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1. This otaff has completed the stuly of forms prepared in CINM curing
the processing of requests from Ares Pivisions for Provisiomsl (POR) or
Operationsl Agprowsis {(CA), Covert Neme Checks (CRC) and Speeisl Inguiries.
mmﬁﬁmw,wwmmmmmmmm
the feasibhility of wprlying move advancel office mmchine techniges to the
prepgaration of thess forms.

2. Baskgewd:

_ Duying : ,- x
2%)5()1('1&\,%? vere cpemed mmwwﬁ Mnﬂumﬁm

productive mashowrs, at & cost of %;ﬁ%-?ﬁ per your. (suc m &} 25X1A8a

3. AWM:&V%W&MW mmmcx-
on » Fors TT2 (Reguest for Ayprovel or Investigstive iction) o ss & mexrandum.
A biograghic sketeh or o PRQ Pwrt X will usually dbe attached to the Form: 772 or
tmmm Upon receint of & reguest, a 0S-% Reguest Clark pre-
pares & Foarm 126a, Approvel Work Becond, & form priated om the inaide o the
front cover of & logal size, pre-numbered menils folder. Mhis action officilally
opens the case. mmum;cmmwwmm 25X1A83
mwmmummmmmmmw, that sre pertinent

to the particular case.

5. Eightesn i1dve of infommtion sre amilable in the reguesting document
snd its sttacimants and are entered ou the Form 126, when the caae is opened
and on twenty-ons succeeding Socuments as thay occwr.® Fiftesn adiitionsl items
ummmeMMmmmm,MMuﬁmw
on the teenty-ome susceeding forws, are also svallable in the -
ment and its attachments at the time the case is opemed. (Jee }
mw;mwwimmmmwmm
aﬂmmﬂ%ﬁ@mﬂ&mﬁw%&u&w st the
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126a, MMMWWWRMWMM#‘%W%
meﬂa#%m,mhuhg containing meny entries, and one iz o
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the eightean items of infermaifon typed oo the Form 126s. The cost of typing
m prooling these sighteen items womld be $1,655.50 per yesr (556 preductive
menhours). Fiftess sdditional ltems of informmtion which are svailabls at the
mmmummmxeammmmmm,mﬁamw
25X1A8a into thic same program tsps at the time the 126a is s snd taus be en-
I tered an the tamnty-onc succeeding forms prrepured in Mmtwmm
mwmmzmmmzmwwmmwmamam
per yenr (MG3 productive msahowrs). (See Teb C)

6. A Flemwuriter can rogroduce from w tpe ot the rete of 100 words
per xinste. Mm%awwmgmwmrnram
typist on a wmmml typewriter. Howewver, the tise lost ia gpereting the Flexo~
writer, inclwiing the hendling of the tapes, and bypesaing, would reduce 1ts re-
production spoed o sbout 60 words per mimste. The time reguired to roproduce,
M,m&mwm,wmwmmmmmm

?mwwmmumwmwmana
M&mm year. The time reguired to reproduce these same forss, by
Mm,ﬁﬁmwm,mmmmunmsﬂumn
of $1,868.5%0 per yesr. (Ses Ty C)

; Efght pereeat of the total iafermation entered on all forms prepared iIn
25X1A8a ¢ ummwmmmwmmmmmmm
' punched inte the progres (5pe. The typing sad proofing cost of snterding this in-
mmzmmwmmmmmﬁswmms
profuctive mahoars). {See Tad

¥ 8. 'he present systam of powgarisg forms direcily related 4o the processing
25);(“*8a *cmna-m%m.ﬁam(msmumw) A Flaxo-
: writer mm the preparation of mmmmmm@w@
‘ha 5,962.53 productive maohours). eoul2 represent mn annuzl sevings
2,91%.33 (999 prodnctive manhours). (su =0 C)

' 9. An elght chamwel Flexouriter would be reguived to cscmplish
25X1A8a the desired results iz CX mmwwmmmw&v
| $5,500.00. Thus, waless ths Agency Bhas & Flaomwriter availsble shich is oot delsg

; used, the firat elightecs sonths of savings in opevating costs would Le used to
25)<'.1A8 amuriize the cost of the Flaxowriter eguigment. Since the Mle of a
VIACE  Mexowriter is elght yeers, s Flaxouriter sgplicetion in C sould save 318,815.5%
: mwmmwammwmwmwm
10. Censlusion: 25X1A8a

The seahowm ssvings resultisg from a Flexowriter spplication mcx/-
.. Mwmmmmm,autmmwmwmawm
ansual productive machours of oue ewployes. Howewer, the installstion of & ¥Flexo-
25X1A8a ¥riter should be based on tamgihle benefilts in addition to these. It would be
Justified ouly if CTJJ] con use the musdours seved iz one of the folloving ways:

s. Elimisste unmscessary tasks presently being perfoemed in Il 25X1A8a
cosbhine these maahowr S&v.1agh WIE WM slnhoe saved by o
Wm,mrmmeW
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ilimtiante wmcessary jrocessing steps, comiine the resuliing
mmmmmwwumw,m
Qe mmmmwamwwu@mmg
vixiel has not Deen performed in the past due to the shessce af
evatlighle mamhours.

S 25X1A8a
It iz recommended that a Flexowriter not be iastallsd in

e s sevings resultisg from & Mlesowriter ypegeiogt. . .
or more of the ways desoribed iv parsgreph 10 w
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